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Employee Time-Off Request Instructions 
 
The following instructions will walk you step by step through the entire process for requesting 
time off.  The process begins with selecting My Actions from the My Information category on 
the left-hand side of your Kronos home page. This will then bring up the following screen: 
 

 
 
Selecting the Time Off Request link will initiate the process of requesting time off. It is important to 
remember that when using this process you cannot request time off in the past. You are able to request 
time off for the current and future dates.  Once this process is initiated the screen will look like the one 
below.  
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The Kronos Time Off Request form consists of three parts: Time Off Balances, Time Off Request, and 
the specification of the hours requested. The Time Off Balances are updated each pay period from the 
PeopleSoft system and refreshed by requests for time off in Kronos. Kronos will project future accrued 
time and will allow you to request time over and above what you currently have available as long as you 
don’t exceed the projected balance.   
 
The Time Off Request section is the portion of the form where you will define the request the time off. 
Under Request Type you will see the same pay codes that are available on the Time Card. The Furthest 
Eligible Request Date is currently defaulted by Kronos to about 75 days. The Start Date and End Date 
are the days or period of days that you want to request off.  If you are requesting one day only, the start 
and end date will be the same.  The message area can be used if needed to state why you are off or it can 
be just a comment box for you to use.  
 
The Hours row at the bottom of the section has two radio buttons.   If you are requesting the full day off, 
select “Same hours as scheduled shift”.   If you are requesting less than a full day off, select Specify 
Hours.   You will then need to complete the ‘Fill in only if specify Hours is selected’ section.  Make sure 
the Scheduled and Non Scheduled Days button is selected.  This button is defaulted by Kronos and there 
is no reason to change this default.  
 
After completing this screen it should look like one of the screen shots below.   
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You have completed the Request and can select the Next button to begin the process of getting your time 
approved. After hitting the Next button you will get a confirmation that your time off request has been 
processed and will be sent to your Report To managers Inbox. The screen will look something like: 
 

 
 
This then completes the employee portion of the time off request. You will be notified once the manager 
processes this request whether it is approved or not via email. It will also be reflected on your timecard 
in purple font.  Because this time has been created through the schedule process you are not allowed to 
modify it in your time card.  Your supervisor or payroll clerk will have to make any adjustments if 
needed. You will also see this time off request on your schedule at the bottom right side of your 
timecard once it has been approve.  Please see the screen shot below for January 20.  
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You also have the option of canceling time off requests within Kronos. The cancellation must be 
requested and approved by your manager before the time off occurs. To begin this process the screen 
will look like: 
 

 
 
Click the Cancel Time-Off Request to start the process to cancel your time off request. The only 
information that is required is the appropriate pay code that you requested with the original 
request and the start and end days.  
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It is important to remember time off from the past can not be scheduled, but needs to manually reported 
as a pay code edit in the Kronos timecard. The time will also need to be authorized using the traditional 
paper Leave Request form. 
 


